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Cl ass Specifications
for the Cl asses:

SELF- SUFFI Cl ENCY & SUPPORT SERVI CES MANAGER
( SELF- SUFF/ SUPP SVCS MGR)

SELF- SUFFI Cl ENCY & SUPPORT SERVI CES ASSI STANT ADM NI STRATOR
( SELF- SUFF/ SUPP SVCS ASST ADMR)
SELF- SUFFI Cl ENCY & SUPPORT SERVI CES ADM NI STRATOR
( SELF- SUFF/ SUPP SVCS ADMR)

SELF- SUFFI Cl ENCY & SUPPORT SERVI CES MANAGER 17. 550
( SELF- SUFF/ SUPP SVCS MGR)

Cl ass Di stingui shers:

Manageri al Responsibility: Mnages the Self-Sufficiency
and Support Services activities of an extensively organized
branch through two (2) or nore |levels of subordinate
supervi sors.

Compl exity: This class reflects responsibility for
pl anni ng, organi zing, directing, nmanagi ng and coordi nating the
activities of an extensively organized branch and for the
i npl ement ati on of policies and procedures which govern the
Sel f-Sufficiency and Support Services prograns.

Ful | Performance Know edges and Abilities: (Know edges
and abilities required for full performance in this class.)

Know edge of: The m ssion, organizational
structure, services, activities and operations of the
public assistance enploynent and training and supportive
services programs and their relationship to other
prograns in the agency; applicable State and federal
regul ati ons, |aws and program policies and procedures;
effective work organi zation and staff utilization;
conmunity resources and the services they provide;
soci al / enoti onal aspects of human behavi or; principles
and practices of supervision and managenent; and budget
devel opnent .

Ability to: Manage the public assistance enpl oynent
and training and support services operation and
activities of an extensively organized branch; prepare
budget estimates and recomrendati ons; deal effectively




wi th subordi nates, superiors, representatives of
conmuni ty groups and
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organi zations, and nenbers of the general public; devel op
and i npl ement guidelines, policies and procedures; and
wite clearly and concisely, and speak effectively before
gr oups.

Exanpl es of Duties: (Positions may not be assigned all of the
duties li1sted, nor do the exanples necessarily include all the
duties that may be assigned. The oni ssion of specific
statenments does not preclude managenent from assigni ng such
duties if such duties are a |logical assignment for the
position. The classification of a position should not be
based solely on the exanples of duties perforned.)

1. Plans, organi zes, manages, directs and coordi nates
the activities of an extensively organi zed branch.

2. Devel ops and issues branch policies and procedures
to suppl enent statew de program policies and
procedures in order to neet the unique needs of the
branch organi zation as well as the community it
serves.

3. Prepares and issues directives to staff.

4. Prepares and issues informational nmenos to keep
staff fully informed of community, departnent,
di vi sion and branch devel opnments and resources as
t hese affect operations.

5. Assesses the inpact of newly proposed progranms and
policies and procedures on branch operations,
subm tting comments, suggestions and recommendati ons
to the division adm nistrator.

6. Establishes regular and systematic report reviews to
ensure conpliance with policies, rules and
regul ati ons of branch prograns.

7. Studies and eval uates operations to identify
trai ning needs of the branch staff.

8. Conducts periodic randomreviews of branch
oper ati ons.

9. Prepares reports of work activities.

10. Evaluates job performance of subordi nates and
conducts supervisory conferences on a regul ar basis.

11. Pronptes the services of the agency through



presentations to representatives of comunity groups
and organi zati ons and the general public.
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12. Initiates and executes formal interagency agreenents

for cooperative work, delineation of
responsibilities and clarification of roles with
respect to mutual clients.

13. Serves as resource to other branch chiefs and their
staff.

14. Receives conplaints fromindividuals and agenci es
and takes appropriate action within the branch.

SELF- SUFFI CI ENCY & SUPPORT SERVI CES 17.551
ASSI STANT ADM NI STRATOR
( SELF- SUFF/ SUPP SVCS ASST ADMR)

Cl ass Di stingui shers:

Manageri al Responsibility: As a full assistant to the
Sel f-Sufficiency & Support Services Adm nistrator, the sole
position in this class assists in admnistering the statew de
Sel f-Sufficiency and Support Services prograns and conducts
vari ous managenent functions and special projects.

Compl exity: This class reflects responsibility for
serving as a full assistant to the Self-Sufficiency & Support
Services Adm ni strator; coordinates and directs divisional
program pl anni ng, budgeting, reporting and ot her nanagenent
functions; and serves as acting adm nistrator in the absence
of the adm nistrator.

Ful | Performance Know edges and Abilities: (Know edges
and abilities required for full performance in this class.)
In addition to the know edges and abilities required for the
class Self-Sufficiency & Support Services Manager:

Knowl edge of: The phil osophi cal bases for the
division's prograns and their interrelationship with
ot her public and private health and human wel fare
prograns; and budget and | egislative processes.

Ability to: Plan, direct, and coordi nate the work
and activities of others to neet program goals and
obj ectives; furnish advisory services on operational




matters; and understand technical material relating to
soci al welfare and health.
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Exanpl es of Duties: (Positions may not be assigned all of the
duties li1sted, nor do the exanples necessarily include all the
duties that may be assigned. The oni ssion of specific
statenments does not preclude nanagenent from assigni ng such
duties if such duties are a |logical assignnment for the
position. The classification of a position should not be
based solely on the exanples of duties perforned.)

1. Serves as the assistant adm ni strator of the
di vi si on.
2. Assi sts the division chief in planning, organizing,

directing and coordi nati ng statew de public
assi stance enpl oynent, and training and supportive

servi ces.

3. Coordi nates and directs the preparation and
subm ttal of the division's testinonies for budget
heari ngs.

4. Prepares testinonies on legislative bills and

resol uti ons.

5. Monitors prograns from an overall division
st andpoi nt and devel ops ways and means to correct
defi ci enci es.

6. Conduct s, supervises or coordi nates speci al
pr oj ect s.

7. Prepares reports, correspondence and ot her
materi al s.

SELF- SUFFI Cl ENCY & SUPPORT SERVI CES ADM NI STRATOR 17. 552
( SELF- SUFF/ SUPP SVCS ADMR)

Cl ass Di stingui shers:

Manageri al Responsibility: The sole position in this
class adm nisters the statewi de Self-Sufficiency and Support
Services progranms through a full assistant, program
devel opnent staff, and subordinate | evels of managers and




supervi sors.

Complexity: This class reflects statew de responsibility
for planning, adm nistering, directing and coordi nating
activities and operations of a statew de program which
provi des enpl oynent, health care and supportive services to
public assistance recipients, their children and ot her
eligible famlies.
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Ful | Performance Know edges and Abilities: (Know edges
and abilities required for full performance in this class.)
In addition to the know edges and abilities required for the
class Sel f-Sufficiency & Support Services Assistant
Adm ni strator:

Knowl edge of: Principles and practices of
managenent and admi ni stration, including supervision,
budget and | egislative processes; and | egal and
phi | osophi cal bases for the public assistance enpl oyment
and training and supportive services programs and their
interrelationship with other public and private programns.

Ability to: Adm nister a statew de public
assi stance enpl oynment and training and supportive
services program establish priorities and fornul ate
program policies; and neet, elicit the cooperation of,
and establish and naintain effective working
relati onships with representatives of other governnental
and private agenci es.

Exanpl es of Duties: (Positions may not be assigned all of the
duties listed, nor do the exanples necessarily include all the
duties that may be assigned. The oni ssion of specific
statenments does not preclude nanagenent from assigni ng such
duties if such duties are a |logical assignnment for the
position. The classification of a position should not be
based solely on the exanples of duties perforned.)

1. Plans, organi zes, adm nisters, directs, coordinates,
and eval uates a statew de public assistance

enpl oynment and training and supportive services
program

Pl ans and devel ops policies and procedures.

Pl ans, devel ops and prepares the division' s budget.

Represents the division in |egislative hearings.

a > W bn

Pl ans and coordi nates the devel opnent of prograns
wi th other divisions.

6. Controls and assures the effective inplenmentation
and conduct of the division's activities and
operations through the assistance of subordinate
per sonnel .

7. Devel ops program outcone neasures, reviews and



eval uates prograns, activities, operations, and
staff perfornmance.

8. Directs and presides over public hearings.
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9. Establishes and mai ntains working relationships with
ot her State, federal and private agencies.

10. Prepares reports, press releases and ot her
materi al s.

This is the first class specification for the cl asses
SELF- SUFFI Cl ENCY & SUPPORT SERVI CES MANAGER ( SELF- SUFF/ SUPP
SVCS MGR), SELF- SUFFI CI ENCY & SUPPORT SERVI CES ASSI STANT
ADM NI STRATOR ( SELF- SUFF/ SUPP SVCS ASST ADMR), & SELF-
SUFFI CI ENCY & SUPPORT SERVI CES ADM NI STRATOR ( SELF- SUFF/ SUPP
SVCS ADMR) .
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